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Batch and Multi-Case
Processing

For Trustees

CM/ECF Batch and Multi-Case processing were developed to expedite the filing of
multiple documents. Both processes file the same type of document to different cases in
one operation.

The basic difference is that the Batch feature offers the association of a different PDF file

for each case and Multi-Case will use the same PDF for each case. This feature can
expedite case administration for attorneys, trustees and court users.

Batch Filings (See STEP 9 for the Multi-Case Process.)

Chapter 13 Trustee’s Motion to Dismiss Case is a classic example of a pleading used
for Batch processing. This feature allows different case numbers and names as well as
standard language to appear on each pleading. Each PDF file, although the same type
of entry, can be filed in volume by the Trustee’s office (or the court) more efficiently. The
following steps illustrate the batch process.

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main
Menu. (See Figure 1.)

]
EECF Bankruptcy « Adversary + Query + Reports « Utilities « Logout ?

Figurel

STEP 2 The BANKRUPTCY EVENTS screen displays. (See Figure 2.)

EE F Bankruptcy » Adversary + Query =« Reports - Utilities -« Logout

[Bankruptcy Events

Answer/Response. .
Eatch Filings

Claitn Actions
Creditor Maintenance. .
File Claitns
Motons/Apphcations
Mulhi-Case Docketing
MNotices

Open a BE Case
Other

Plan

Trustee/TTE Trustee
Trustee's 341 Filings

Figure 2

L g Select Batch Filings.
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STEP 3

NOTE:

*

The CASE NUMBER screen will appear. (See Figure 3.)

Case Number(s)

oo-io0z9
00-10008

M Clear |

Bankruptcy - Adversary + Query -+ Reports -« Utilities - Logout

s

J 00-12345, 1:99-bk- 12345 or 1-99-bk-12345

Figure3

Each case number should be typed in this extended window.

It is suggested that one type the list of case numbers in
WordPerfect (or other word processing program.)

In WordPerfect, highlight the list with your mouse, click on
Edit on the browser menu bar and choose Copy (or use
the keystroke [Ctrl] + C).

Toggle back [Alt + Tab] to CM/ECF and position the
cursor within the Case Number box. Click on Edit on the
menu bar and choose Paste (or use the keystroke

[Ctrl +V].)

If any of the case numbers are invalid, an error message
appears and the valid case numbers already entered will
be lost. If that happens, one can easily go back to the
WordPerfect list [Alt + Tab] and make the change(s) in
the list without having to type in all the case numbers
again.

After successfully entering all of the target case numbers, click
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STEP 4 The DOCUMENT SELECTION screen is presented next. (See
Figure 4.)

EECF Bankruptcy -+ Adversary + Query -+ Reports - Utilities -+ Logout
File a Court document

00-01214 Benjarnm's Taces
00-61613 Wilo Milanowvich
00-1002% Sam Redwood
00-10006 Amalzamated Products
00-10012 Interactive Media, Inc

Trustee's Motion to Dismiss Case (batch) |
Trustee's Objection to Confirmation of Plan (batch)

| |
M Clear
Figure4
4 Each case number and title will appear above the document

window as a hyperlink to the docket report. This is an opportunity
to verify the case before proceeding.

2 Select the type of document to file from the list and click [Next].

STEP 5 The PDF DOCUMENT ASSOCIATION screen displays with a
Browse window for each of the target cases. (See Figure 5.)

= 2\
UECF Bankruptcy ¢+  Adversary s+ Query + Reports « Utilities + Logout ?

File a Court document: 00-01214 Benjamin’s Tacos 00-61613 Milo Magoo 00-10029 Sam
Redwood 00-10006 Amalgamated Products 00-10012 Interactive Media, Inc.

00-01214 Benjamin's Tacos | Browse... |
00-61613 Milo Magoo | Browse... |
00-10029 Sam Redwood | Browse... |
00-10006 Amalgamated Products | Browse... |
00-10012 Interactive Media, Inc. | Browse... |
Mext | Clear

Figure5

2 For each case, click [Browse], then navigate to the directory

where the PDF file for this filing is located or type the file path in
the text box.
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NOTE:

. For quality control purposes it is recommended that each
file be opened to verify its contents before proceeding:

- Highlight the PDF file with a right click of your
mouse.

- Select Open to bring up the document for viewing
and verification. Close the file and select it, if
correct.

Continue with each file in the list.
Click [Next] to continue.

The MODIFY DOCKET TEXT screen displays. (See Figure 6.)

Complete the docket text with the appropriate descriptive detalil.

EECF Bankruptcy + Adwversary + Query + Reports -« Utilities + Logout
File a Court document: 00-10122 Dale A. Daniels

Docket Text: Modify as Appropriate.

Trustee's Motion to Dismiss Case | . {Cotton, Shirley)

M Clear |

Figure 6

Click [Next].

Any modifications to the docket text will apply to all cases
included in this filing.
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STEP 7 The DOCKET TEXT window is presented next. (See Figure 7.)

EECF Bankruptcy «  Adversary + Query + Reports -+ Utilities « Logout
File a Court document: 00-10122 Dale A. Daniels

Docket Text: Final Text
Trustee's Motion to Dismiss Case. (Cotton, Shirley)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear |

Figure7

2 Verify the accuracy of the docket text. This is what will print on the
docket sheet.

4 If the docket text has a significant error, click the browser’s [Back]
button at the top of the screen one or more times to access the
screen that caused the error, and correct it.

L 2 To abort or restart the transaction, click on the Bankruptcy Events
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

4 If the docket text is correct, click [Next] to continue.
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STEP 8 One NOTICE OF ELECTRONIC FILING will be generated for all
the cases in this transaction. (See Figures 8a and 8b.)

Bankruptcy + Adversary + Query + Reports « Utilities « Logout

File a Court document: 00-01214 Benjamin's Tacos 00-61613 Milo Milanovich 00-10029
Sam Redwood and Alphonsus M. Capone 00-10006 Amalgamated Products 00-10012
Interactive Media, Inc.

Motice of Electronic Filing
The following transaction was received frem Stevens, Kate on 3/5/2001 at 5:21 PM CST

Case Name: Bernjamin's Taces

Case Number: 00-01214

Document Number: 7

Case Name: Milo Milanewich

Case Number: 00-61613

Document Number: 27

Case Name: Sam Redwood and Alphonsus M. Capone
Case Numbher: 00-1002%

Document Number: 23

Case Name: Amalgamated Products
Case Numher: 00-1000&

Document Numher: 8

Case Name: Interactive Media, Inc
Case Numher: an-10012

Document Number: 10

Docket Text:
Trustee's Motion to Dismuss Case. (Stevens, Fate)

The following document(s) are assoniated with this transaction:

Charles Brent Massey  chmassey@somewhere. com
00-61613 Notice will not be electronically mailed to:

Perry Mason

Mason & Associates
217 Woodlawn
Houston, ToL 77225

[E atita Stevens

[E atita Stevens

Laurel, Chaplin & Hardy
4410 E. 57th Street
Chicago, IL 60601

Case Number: 0-10029
Document deseription:
Original filename:E/TEATNINGECEF Docs_PDEF/ECFdocstotion PDF
[Electronic document Stamp:
STAMP blectStamp_ID=%21492479 [Date=3/5/2001] [FileMumber=7770-0] [Of
Gb588ccEE 1 1d5 130 %edd Tl 3aead2e 3804864 1274047 6048689 d T eaekb 031
E483a3902dM 454631628653 28adf7 d00afPdaa2d0b2T3{308c 7afe]]

Case Number: 0-10006

Document deseription:

Original filename:E/TEATNINGECFDocs_PDEFECFdocstlotion FPDF
[Electronic document Stamp:

Figure 8a
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[STAMP blecFStamp, [D=581492479 [Date=3/5/2001] [FleNumber=7771-0] [c4
4635 1af4e5b5430201398c9d7ae37367 10 74b 1b42abSe402dB02251241d147a09b7 1
45338cb323412d80be653c 1202347 149d3297299d2bb Sea6o48ee e ]

Case Number: 0-10012

[Document description:

Original filename:E/TEATNINGECF Docs PDEECF docsfjointmotion PDF
[Electronic document Stamp:

[STAMP blkect3tamp_ID=%814532479 [Date=3/5/2001] [FileMNumber=7772-0] [74
F75dE6b9220b46c62beT2d4b 3605679502964 7283 ca3d7 1ed28 744 cbec70e 369 def
f8d66d3e343024647082215327 1ecDP dbEbeb dObiS03b6addBe56270]]

00-01214 Notice will he electronically mailed to:
00-01214 Notice will not be electronically mailed to:

00-61613 Naotice will he electronically mailed to:

Case Number: 0-1214

Document description:

Original filename: F/TEATNING/ECEF Docs_ PDEF/ECFdocsiioton PDF
Electronic document Stamp:

[STAMP blectStarnp ID=08149247% [Date=3/5/2001] [FileMNumber=7768-0] [1f
4e80f0adatd 1ce30ef]7d30 T 908 1abefd d777d5d2a7022fcc092di1296 9294 7 ededa
ddaded70ecd028b7137ad672d4d11569226 S e eatatde8 149 c83ed773]]

Case Number: 0-61613

Document description:

Original filename: ./ TEATNINGECE Docs_ PDF/ECFdocs/jomntmotion PDF
Electronic document Stamp:

[STAMP blectStamp ID=5814%247%9 [Date=3/5/2001] [FileMumber=776%-0] [0d
ch0B291c68b 77263754 7c6d174851d4b07a1612cc 5a1 3balbib224 3ae adB0be 0985
cel67e70601051a043a00f3b8%dIcBdé6bdad 8404051275515 77]]

[Donita Thompson

1211 Maple Valley

Sutte 200

San Antenio, TX 73244
0-10029 Notice will be electronically mailed to:

Tulian Meayfair — mayfair@email msm com, stevensk@aottsd uscourts. gow
0-10029 Notice will not he electronically mailed to:

[Edward Hensley

Dana L. Wilson

0-10006 Notice will be electronically mailed to:

00-10006 MNotice will be electronically mailed to:

00-10006 Notice will not be electronically mailed to:

00-10012 Notice will be electronically mailed to:

Tulian hayfair  stevensk@actted uscourts gow, stevenskf@aocttsd uscourts gov
00-10012 Notice will not be electronically mailed to:

Trustee Gloria

Figure8b
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L 2 All case data will be combined on this one Notice of Electronic
Filing. All case numbers, title and document numbers will be
grouped together. The electronic document stamp and document
description will be listed for each case. And finally, the electronic

mailing information for parties on each case will be listed by case.
(See Figure 8b.)

4 It is suggested that this notice be printed or saved to a file in a
common directory on the network.
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Multi-Case Filings

To expedite and streamline the exact same entry to multiple cases the Multi-Case
function was created.

This type of filing must contain standard “boiler plate” language which would apply to
every case included in the process because the document and docket text will be
identical in each case. The filer option could be used to identify each trustee by name if
not already included in the docket text.

STEP 9 The Multi-Case category is a separate selection on the
BANKRUPTCY EVENTS screen. (See Figure 9.)

EE F Bankruptcy + Adversary + Query + Reports -+ Utilities + Logout

[Bankruptcy Events

Answer/Response. .
Batch Filings

Clamm Achons
Creditor Mamntenance
File Claims
Motions/Applications
ulti-Case Docleting
Motices

Open a BE Case
Other

Plan

Trustee/TTS Trustee
Trustee's 341 Filings

Figure 9

2 Select Multi-Case Docketing from the Bankruptcy Events menu.

STEP 10 The CASE NUMBER screen appears. (See Figure 10.)

EECF Bankruptcy + Adversary + Ouery + Reports « Utilities + Logout
Multi Case Docketing

Case Numberis)

oo-40000

j 99-12545, 1.99-bk-12345 or 1-99-bk-12345

Mext | Clear |

Figure 10

2 Each case number should be typed in this extended window.
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NOTE: If this entry will be filed in many cases, it is suggested that

*

STEP 11

*

*

STEP 12

one type the list of case numbers in WordPerfect or other
word processing program first.

In WordPerfect, highlight the list with your mouse, click on
Edit on the browser menu bar and choose Copy (or use
the keystroke [Ctrl] + C).

Toggle back [Alt + Tab] to CM/ECF and position the
cursor within the Case Number box. Click on Edit on the
menu bar and choose Paste (or use the keystroke

[Ctrl +V].)

If any of the case numbers are erroneous an error
message appears and the valid case numbers already
entered will be lost. If that happens, one can easily go
back to the WordPerfect list [Alt + Tab] and make the
change(s) in the list without having to type in all the case
numbers individually again.

After entering all of the target case numbers, click [Next].

The DOCUMENT SELECTION screen is presented next.
(See Figure 11.)

EE F Bankruptcy «  Adversary = Query + Reports -« UWilities -« Logout
Multi Case Docketing

02-70003 Sam Miner and Wary Iiner

Chapter 14 TMIStEe s Final Repor and dcenint fe|

=
Figure 11

Each case number and title will appear above the document
window as a hyperlink to the docket report. This is an opportunity
to verify each case before proceeding.

Select the Type of document to file from the list and click [Next].

The PDF DOCUMENT SELECTION screen appears.
(See Figure 12.)
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= C 2]
UE F Bankruptcy + Adversary + Query + Reports «+ Utilities + Logout o_

Multi Case Docketing : 00-10122 Dale Daniels 00-10006 Amalgamated Products 00-10012
Interactive Media, Inc. 0040000 Gerhard Schroeder

Select the pdf document (for example: CA19%cv501-21 pdf).

Filename
| Browse...
Attachments to Document: & Mo € Tes
M Clear
Figure 12
* The file date and the EOD date as well as the document number

for each case will appear in a subsequent screen, the Notice of
Electronic Filing.

* To link a PDF file:

. Click [Browse], then navigate to the directory where the
PDF file is located or type in the entire drive and directory
path.

. Click the PDF file to select it. ALWAYS right click to open

the file and verify that this is the correct PDF document to
associate with this filing.

. Click [Next].

STEP 13 The MODIFY DOCKET TEXT screen displays. (See Figure 13.)

EECF Bankruptcy  +  Adversary  + Query + Reports « Utilities + Logout
Multi Case Docketing : 02-70003 Sam Miner and Mary Miner

Docket Text: Modify as Appropriate.

IW ~| Chapter 12 Trustee Final Report and Account

I . (Miller, Dehra)
M Clear
Figure 13
* Use the text box to further annotate the final text.
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NOTE: Any modifications to the docket text will apply to all cases

included in this filing.
4 Click [Next] to continue

STEP 14 The FINAL DOCKET TEXT window is presented next.
(See Figure 14.)

Bankruptcy + Adversary + Query + Reports + Utilities + Logout

Multi Case Docketing : 02-70003 Sam Miner and Mary Miner

Docket Text: Final Text
Chapter 13 Trustee Final Report and Account. (Miller, Debra)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 14

2 To modify a previous screen click on the browser [Back] button to

find the screen to correct the error.

4 To abort this transaction, (at any time up until this last screen) click
on any of the hyperlink menu selections on the CM/ECF main
menu bar. This will prevent this filing from being sent to the court’s

database.

2 If the final text is correct, click [Next] submit these entries to the
database. The next sequential document number will be assigned

in each respective case.
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STEP 15 One NOTICE OF ELECTRONIC FILING will be generated for all
the cases in this transaction. (See Figure 15a.)

 SE
Multi Case Docketing : 00-01214 Benjamin's Tacos 00-61613 Milo Milanovich 00-10029
Sam Redwood 00-10006 Amalgamated Products 00-10012 Interactive Media, Inc.

Bankruptcy  +  Adversary + Query + Reports -« Utilities -« Logout __:
=

Motice of Electronic Filing

The followmg transachion was recerved Fom Mayfar, Julian on 17152007 at 1245 PM CST

Case Name: Benjarnin's Tacos
Case Number: 00-01214
Document Number: 3

Case Name: Idfilo Milanowich
Case Number: 00-61613
Document Number: 26

Case Name: Sam Redwood
Case Number: 00-10022
Document Number: 17

Case Name: Amalgamated Products
Case Number: 00-10006

Figure 15a

L 2 All case data will be combined on this one Notice of Electronic
Filing. All case numbers, title and document numbers will be
grouped together. If a PDF document is used, the same
electronic document stamp and document description will be listed
for each case. And finally, the electronic mailing information for
parties on each case will be listed by case. (See Figure 15b.)

2 It is suggested that this notice be printed or saved to a file in a
common directory on the network.
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